Forney 1SD ~ Instructional Technology Department

Exam View Instructions

Step 1 — Check Version

Examview Icons on vour Deskton

If your icons don't look like these you will
need to run the Examview upgrade from
the Self Installation folder on your

Step 2 — Creating Folders
a. Under the Examview folder on

YOUR server (Forneyshares — your school — labhsares -- ~examview)
Create a folder - With your name (Lastname_firstinitial).

b. Within that folder

Create a folder for your test for each subject that you teach.
For example —Spanish I tests. Spanish II tests

Step 3 — Setting Up your Classes
a. Open Examview Test Manager (on desktop)
b. Click on Start New Class
c. Give the class a name
d. Notice the required fields.

= New Class

Class Informatiol

Class namege | Texas History
Clazs D optional)

Period: ‘ ‘ (opdional)
Section: ‘ ‘ (opdional)
Password:‘ ‘ (aptional)

Instructor / School

Instructor namel Liza Rogers I

Instructar D } ‘ (opdianal)

Instructar Emai:

(opdional)

School name l FI=D l

Schaool (D

City: 7 Ormey StateRegion:
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Step 4 — Entering Students Manually
a. Click Student — Add New Students
b. Enter student’s First Name, & New Student
Last Name, Student ID. ey Studentinformation
Password - optional 0 R | stuert s | |
c. Click Next until all students - | passwora 100100 |
have been entered. " | o |

tobire: ] [ et ] ’ oK ] ’ Cancel ]

Step 4 — Importing Students from a .csv document (Refer to
TEAMS to Excel instructions)

& Untitled.cls - ExamView Test Manager

a. File — Import — Class Roster from Text, %7, o et =
b. Select your .csv file G
c. Click Open

QZ
o

E3
[T

Q)

P

18:4... \period 1.cls fissignments from CPS. .

2 Sample Class.cls
Exit

d. Click on Start a new Import Definition Profile and then OK
e. Start your Import on row 1 (if your spreadsheet has a header you would
select row 2) — click Next

Prink Bubble Forrm, .. )

Step 1: Provide the following information about the text file being imported
Import file: HAPDL classes MEX A ViEw test.ocsv

Preview

| 1 | First Hame,Last Name,ID #,Password |

| 2 | Clark,Kent,1234,0 |

| & | Peter,Parker,5678,0

i 4.0

R

lel...o |
[Start import at rowe: 1 ] =

Student Hame in Text File

@Separa{e fields for first name and last name

OFuII name in single field (First Name Last Mame)

OFuII name in single field (Last Name First Mame)
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f. Drag and Drop your Source Text Fields (First Name, Last Name, ID #) from

the right column to the left
column ---- Next ----- Finish.

g. A couple of Caution boxes could pop up
1. Some records are missing required fields — OK to skip --- click Yes
2. Save import definition file --- click No

h. Your students should now be entered into ExamView Manager

i. File — Save As — Name it by period (default is your examview

folder on the hardrive ‘C’)

Step 5 — Creating Question Banks (this step can be skipped if

using an existing question bank)
a. Open ExamView Test Generator
b. Click Create a New Question Bank button

0 Speciy... et

c. Name the Question Bank & ek

d. Click Question ---- New o
There are many different types of questions \ -

e. Enter questions and answers — you can
change the number of answer choices, etc. Fen

f. When finished with question, click Record one

g. When finished entering all questions into the question bank
File — save as — Name it(this saves it to the ‘C’)

Step 6 — Creating a Test

a. Click ExamView Test Generator

There are 3 ways to create a test

1) To use questions from a question bank (either created by the book,
yourself or the Instructional Facilitators)

b. Click Create a Test from scratch

c. Give the test a name
d. Click OK on the Info box
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e. Select — While viewing (this will allow you to choose only the
questions you want on the test)
f. Navigate to folder where the question bank is stored
either on your ‘C’ under examview — banks

|

Step 1: Highlight the question banks you wart 1o uss and click the Select button

7| Up one level

T EVE Samples (elemerta EL
9 EVE Samples (seconda
T Examview 6 Sample Qul

or in the Instructional Resources folder &=

Locake question bank Files,

1= |2 Instructional Resources

B ) Tutorials
:‘Saled.ﬂ ® [23) 01 Elementary
- ® [25) 02 Secondary
‘ =i e — [ [5) 03 Campus Administrators
ciexamuiswibanks’
! B [3) 04 Technalagy Resources
® ) 05 Podeasts 3
< > ]
o
Folder: | Instructionsl Resources
o

g. Select the test from the upper box — Click Select
h. Click Next
i. Put check marks by the questions you want to include.

-

j. Click Finish
k. File — Save (this saves it to the 'C’)

2) Create a test without using a question bank

Specify...

True/False

a. Click Create a Test from scratch e
b. Give the test a name ,
d. Click Question ---- New

There are many different types of questions
(refer to the Examview manual in
Forneyshares — Instructional Resources — ~Tutorial - Examview for
specific Instructions about questions)
e. Enter questions and answers
(you are able to change the number of answer choices, etc.)
f. When finished with question, click Record

‘ Essay
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g. When finished adding questions
File — Save (this saves it to the 'C’)

Notes: To add pictures, graphs, charts etc. Refer to the How to add Pictures
tutorial in Forneyshares — Instructional Resources - ~Tutorial - Examview.

Step 7- Publish Test to LAN
a. File — Publish To-- ExamView Test Player on LAN

& ExamView Test Builder
GIEN Edit Wiew Select Question Test Help

uickTest Wizard. .. Cerl+T
Sew Test... =2 &0 8 :_1?:‘
Open Test... Chrl+0
Sawe Crl+s
Save fis...
Close Cerl
552

Impart
Export 3

amiew Learnin esk Center,

. ANGEL...
Prinker Setup... WehCT CE 6/Vista 3-4
Print Test.., Ctrl+p - b [l
Prink Bubble Form... the chaice that best completes the state
1 Ci\Examview|Tests\days of the week.tst X
2 CAExamvien|TestsibestL tst Read the article A1 About Trees ¢
Switch ko Question Bank Editor 1. Why did the author write “All Abo
Exit

a  toteach readers about differen
| - -

b. Very Important to select the Limit Access optibn

& Publish to BamView Test Player on LAN

Examiewy allows you to publish a test to a local-area netweork to be taken by
students using the Exam'iew Test Player.

C. Click Next — Save
d. Navigate to your Tests folder
in the ExamView folder on
YOUR server (Forneyshares-your
School-labshares-~examview- your
Name — your tests folder)

Step 1: Specity wha should have access to the test

@ Limit access to students in & particular class
Student results sre recorded in Examview Test Manadgr and 5
variety of reports can be genersted. Test options are et in
Test Manager when creating the assignment.

O Allowy access to anyone
Test options must be specified before publishing the file.
WWRRNING: Student results are not recorded

e. Click Save

f. The ExamView Test Manager should automatically launch

Step 8 - Assigning a Test to a class
a. Open the class to which the test will be assigned

Do this step 1 time for EACH class

The Forney ISD does not discriminate on the basis of race, color, national origin, gender, disability, or age in its programs and activities. 5
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Click Edit — preferences
Click Assignments
Click the folder under the Default
Online (LAN) test path
Navigate to your Tests folder
in the ExamView folder on
YOUR server (Forneyshares-your
School-labshares-~examview- your
Name — your tests folder)

& Preferences

eeeee

Default number of decimal places for scores:

Default Test Path

1| CiExamviewTests

&eﬁluﬂ online (LAH} Test Path
=]

FAFHSWL abShares\~Examview ' Rogers testiest

Help Save AsDefaull | [ oK

] [ gancel |

b. Click on Assignment — Create New Assignment
c. Name your Assignment

d. Pick a Category

e. Chose the Online test delivered

over a LAN option
f. Click Next

The Examiew Test Manager alloves you to track studert test results. To collect
the resuilts, you need to creste a test assignmert.

™)

Dete: |08/27/2009 |

e
*ou can administer tests in several ways—on paper, over @ local ares

[ alo
using the Internet, or through any combingtion of these methods.

Step 2: Select the way(s) the test will be administere

[ Paper test scored manually, with & scanner, or
| lonine test delvered

[IOnline test published to the Examiiew Learning & Test Center wehsite

over a local area

g. Click the Folder Icon —Navigate to your Tests folderin the ExamView
folder on YOUR server (Forneyshares-your School-labshares
~examview- your Name — your tests folder)

Browse For Folder

Select an online test for the as:
can take the test muttiple times:

signmert. In st

aodior somplote ] LoTate online (LAN) test files.

Step 3: Select the published online test, and set

| CoExamviewi\Tests I

57 | Up one level = I 0% Technology Resources -~
= [ "Present ter Resources
@ C3) eBook
. = |23 Exam vies w

Test listed here are B B Claseos

on your ‘C’ — 9 Test

Students can not see # |5 Mew Employee Technology o

h < >
those
Folder: Tests

1 &llowe students to take the test multiple times
[ &llowe students to complete the test over

muttiple sessions

Cancel

h. Select the Test you want to assign — Click Next
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i. The next few screens have options that you may pick to customize your
assignment.

_@i

Studertts are recuired to snter a password betore they can access the test. If
vou wart all students to use the same password, or it soms studsnts have not
been assigned individual passwords, erter & password below

Password cannot be blank.
Suggestion: create a separate password for
each class that you give to the
class the day of the test

Use only for studerts with no assigned password
(1 Use tor all students:

Studerts may take the test anytime they want, or you may limt access to this
online test to a specific range of dates.

Step §: Specify when students may take this onlins test
(O Studerts mey sccess this test amytime

You can set a time but since itis on the |8 | = ==
hour only it may not be useful. T TSR e TR A AT

Select Student may review their test results after (date) /

You want to set this to a date after all students have completed their test. If you set this
date, when a student logs into the ExamView Player and selects the test, they are shown
their results instead of being given the option to take the test again

||
You can set up the test so that students hawe an unlimited amourt of time to
. . . . complete it, oF wou can set a time limit
You can set a time limit if necessary Step 6 Spacty th s Ik fr s 1
@ Allovwy students an unlimited amourt of time
) Allowy students to take the test for 2 minute(s)

I:l Students may pause the timer during the test

Scramble the questions is recommended.

“ou can decide how the Examiew Player presents questions to your
students—same order or scrambled

Step 7: Select the gquestion presentation order
@ Display the guestions in the same order for all students
() Scramble the questions for each student
NOTE: Results for aif students are always shown In the same arder
25 the test to faciiitate reviewing the test In class.

[ Require thet students answer the guestions in order

x|

VERY IMPORTANT
Click Do Not allow students to check
their responses. If you don't, they
will be able to keep changing their
answers until they get them right.

“ou can control whether students may check their work as they complete 2
test. You can also specify how many times students may check each
response and cortrol the feedback presented.

Step & ldertify whether students may check their responzes
() Do not allow studerts to check thelr responses
OAHOW students ta check each response | 99 : time(s)

For incotrect responses, display the feedback informetion

The Examiew Player prepares & report when & student completes & test.

Step 9:  Select the information shown when & student completes this online test.
ODD nat shove &n end-of-test report

OShow only score (percentage)

@Show detailed report for: | All Responses w

If you plan to give the same test to

all of you classes, you may want to amvegrss D
Question scoring Reference

only show score and not the
detailed report

Allowy students to print enc-of-test report

[ = Back H Mext = l [ Cancel

j. Click Next — Finish
k. File — Save —'C’
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NOTE: To assign it to another class, just copy and paste the assignment using
the Edit tab. You will have to change the time settings for the test if you set
them.

Step 9 — Student Access — 2 ways to access
a. Open ExamView Player
b. Enter their ID number (the nhame must be entered but it doesn't matter
what it is)
c. Click the Folder Icon — navigate to your Subject Tests folder in your
ExamView folder in Labshares on your server
4 Browse For Folder @E]

Step 2: Highlight the test you
button. If the test you
the list, click the Folder

= 12y 04 Technology Resources Pl
= [2) " Presenter Resources
+ |) eBook
= 1) Exam wiew
@ I3 Classes

|2 Mew Employes Technology

< >
Folder: Tests

1| CE; igntest:

= wamyiewtests [ Select ] [ Cancel

OR
a. Open labshares — examview — teacher folder—test folder — open the
test
b. Enter their ID number (the name must be entered but it doesn’t

matter what it is)
c. Step 2 — the correct test should show in the box- click Next

d. Enter the password — click Next -- Start
This is what the student will see

of Brady Biology 20d éwks Test - Exam¥iee Test Player

Test Name - check

Arsswes

op of the 6.25% levied by the state. Which (A (=)o)
skip bety the amount paid for a taxable item in =

Select the correct answer here or here

Go to next question
To End the test

Unanswrere 5s 25

EaEa = I

Help  Score GoTo  End Question 1 of 25
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e. After the students have clicked End — a new window will open asking if they
want to submit — click OK

If the student gets this error message: “No test are currently available”,
have the student click OK — )

. Exam¥iew lest Player R

welcome to the Examiew Test Player. “ou can use this program to
take a test at your computer.

Betore you take an online test, you need to enter your name and
student ID. If you do not know your student ID, consult your
instructar.

Information

i Mo tests are currently available, ‘erify that you entered the correct student ID (400163}, Contact your instruckor to
make sure the test is available.

Click the Folder Icon — navigate to your Subject Tests folder in your
ExamView folder in Labshares on your server

Browse For Folder |‘E|El

Step 2:  Highlioht the test you
button. If the test you
the lizt, click the Folder
= [C5) 04 Technology Resources -~
= [3) " Presenter Resources
IC5) eBook
= 1L Exam view
15 Classes
(] Test s
IE3) Mew Employee Technology o
= I >
Folder: | Tests |
| C:E: iesntest:
= GEnsnieEs [ Select ] [ Cancel ]
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Step 10 — Viewing the Results
a. Open ExamView Test Manager
b. Open existing class
c. Click Assignment — Get Results — From LAN test

& Untitled.cls - Exam¥iew Test Manager

File Edit Wiew Student BEEEllipEhis Report  Help

Y - ‘) Create Mew Assignment. .. el PTS g?
| i EQ ]
Ll L E 7~ Edit Assignment Infarmation. .. | b

Scanner. ..
FISD
N Edit Scores. .. CPS Response Pads. ..
Texas History Delete Assi ¢
Lisa Rogers elete Assignmen
Display Test
Cancel LA Test...
TEFHT
4 pts
Mame Stuclent 1D Score
Jones, Billy Bokb 100100 -
Kent, Clark 1234 -
Parker, Peter SETS
Average

d. The number displayed is the number correct. It can be changed to a
percent by clicking the pts button. (s

e. Changes can be made to individual students by right clicking in their
assignment box.

File Edit Wiew Student Assignment Report Help

DAL [y G4 EHE0 & 7

FISD
Texas History &
Lisa Rogers 22
o &
’\Qﬁ’

027

Quiz

Term 1

4pts
Mame: Stucert D Scare
dones, Bily.Bob 00100 Create New Assignment. .
Kent, Clark 1234

; Edit Assignment Information. .
Parker, Peter SET3 .
Edit Scares...

Average

Delste Assignment
Copy Selecked Assignment

Display Test
Print Bubble Form...

Assignment Results...

Open-Ended Respanses Worksheet..,
Item Analysis Summary, .,

Item Remediation Summary. ..

NOTE: If you included open-ended questions

Right click on the assignment column — Select Open Ended Responses
Worksheet so you can grade the responses

After grading you can change the point value if desired
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Step 11 — Printing the Results

a. There are a number of reports that can be printed by clicking on Reports

& Untitled.cls - ExamView Test Managern

File Edit Wigwa Studenkt Assignment

0 e B 2 [ =

FIsSD
Texas History
Liza Rogers

Mame Student ID
Jones, Billy Bokb 100100
Hent, Clark 1254

Assignment Resulks
Assignment Rewview. ..

Class Assignmenk Summary . ..
Student Progress Report. ..

Open-Ended Responses Waorkshest. ..

Item analysis Summary. ..
Item Remediation Summary. ..

Learning Focus
Performance Sumniary

Class Performance Progress Chark. ..

Class Roster...

-

The Forney ISD does not discriminate on the basis of race, color, national origin, gender, disability, or age in its programs and activities.

11



